
' Acmficzfion Date 

L - ~  ~~ . ' 10/30/85 
' 4rJplication Numbr 

~ _ _ ~  ~. i 

-- ~- -~ .~ - .. . ~~~~~~ . ~ . .  . ~~ ~~ ~ ~~ 
~~ ~~ 

7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand rirles, if any): 
Adm.$B@typf#i of the file. : 

/ Construction Projects. 

Application Number 

~ ~ ... -. - .- ~ 

Date Completed 

. Georgia Ports Authority 
Engineering & Construction Division 
Post Office Box 2406 
Savannah, GA 31402 Date Received 

.Nov 1 2 1985 I  AN 30 !Q@ 
. ~ .. ~ _ _ _  ~~ - ~ 

. ~~ 

~ ~ 

Included are: Comtruction contracts, b i d s ,  specifications,  pay estimates, 
change orders, drawings, estimates, progress photos, engineer's 
d a i l y  reports , correspondence , soi 1 s reports , 1 etter of i ntent , 
notice t o  proceed, performance and paymentTonds , insurance 
documents , copies of agreements of easements and right-of-ways. 

: 14, GEES of Series I ESF,&;~ Latest 
To Date 

File is arranged: By project t i t l e .  

- ~ ~ - -  ~~~ ~~ __-. II ____ ~ - 
How often are records referred to which are: 

One to six months old 4 ' Seven to twelve months old _-_..-_, 4 * Thirteen to twenty-four months old 1 -, 
twenty-five months and older-~ i" - .-7 

I 8. Monthly Reference Rate 

-- I-.- ~- '- ~ - -- -.... __ 
9. Annual Rate of Accumulation of Remrdr 

Letter-size drawers _- .~ --.-_; Legal-size drawers -~ ,; Shelves .___; Other (specify) -__ 
___I__~ ._..- ~ ~ ~ * . ~ ~  ._-* ___ I- ~ _-_. _- -_-.. ~ _.I.- ,.. . --- 'Annual accumulation not applicable. 

I _ _  . 1 
AR--50-73; R w .  76 ~IOVer) 

__ ~ ~~ ~ -- 
. .  

.~ 
-~ 

- .  . .  ~ 

5. R h c & i 3  Series Title (followed by title used in office; if different) 

Construction Project Fi1e.s 
~ ~~ ~ - 

. ~~. . .  i l  . .  
. , .  .. . .  

. .  
. . .  . . . . .. , . 



. 
~~~ __ .-_. __L-.- 

'-,2---~- ._____ I 

I ]ld, Does this series have~histor&lor.zlong te~-m_research.value? - .- ._. 
e. When one or two documents in the file make it necessary to keep. the entire fi le for a long period, could these 

- ~~ . d ~ ~ m e n g  . b e ~ s ~ e d . ~ l e d . . ~ P ~ r ~ ~ e l u l _ ~  .- .. .~ .- :-.. ~~ - . - ~ ~  . - 
x - ~  f~ f. hthginforrnation~ contained in this sedes ever~puhlished?_~.lf~ues,arrach.coau,_ ____ 

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. 1s there a duplication of th is  series in your office, or in another office or agency? 
. -  I ~~~~ .. ~~ . ~ __ -. X - IfJeS&UachmQu._. 

x I 
_I 

~- 1 - ~ ~ - I  ~~~ 1f~ves.wherel~ .-..-_._I~ . --~~. __ .. - .  ~- 

- I 1 1~~ i.. Doerthe record series resultins_comDuter orintout? ~ . ~ .. ~ ~~. - . 

~ ~1 ~ i. Is this series (orarn~ororPorn'on~of~irJ ~reqularlv microfilmed? ~ - ~~ ~. 

The foltowing requires the series to be, kept: 
_I 

1. Retention Requirements .,I 
a. State Law -. - ---.years. d. Audit period - -years. 
b. Statute of limitatign . I .. 20--. . .years. e. Administrative need ~. -.years. 

-~ _ _ ~ ~ ~  ~-,ytars. --- f. Federal rmention ?isfruaionT- ~Z-~~ . -_ ~. ~ -_ ~ ._years. A Foderal iaw - - ~ .  __ 
- 

, Attach copy or excerpt of laws or re ulatiovs. Explain administrative need. 

the right of action has accrued (O.C.G.A. 9-3-23). 
.b) Actions upon bonds or ot A er instruments under seal shall be brought within 20 years after 

..- __~.--.-- . .-- - . ~ ,  - ~ - .  __- .Lie- i-_ _ _ ~  ~ 

,2 Aocrwed Disposition Instructions This agency recommends t h s  me file serles be cu iot i  . .  ax tht end-of each: 

0 Calendar Year: Fiscal rear ;  Other ~ l . ~ ~ i n n n f _ ~ j e ~ C ~ - _ _ ~ t h e n ,  

I% Hold in the current fi les area - -~--~,mo this) -1 . --year(s); then 
M] Transfer to local holding area, hold AT!!$ . . .~ .yearb); then 
0 Transfer to State Remrdr Center; hold - ~~. ... year(s); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
C4 Other (Specify) m f e F - t e  deacLstorqe, h e l r E 5 y e a r s .  A t  end of total  of 30 years, 

ik- 
7 

- 
reeval uate. 

Special - Instructions: I- i 

Engineering & Construction Division will maintain a l l  original .documents except - 
Pay Estimates. for 30 years, and will &I reevaluate for continuing administrative an$ 
legal valGe .pqior t dest.royipg a r e  ords. - :  - 
Finance Divis ion wijl maintain oryginay pay estimate documents and a t  such time a :: 
 final yayment.is hiade, destroy as-duplicates-wfl1 be n t a l n e d  by Encjireertng i n -  - -  -"- I 

the project f i l e .  

i 1.  

2. 
~~ ~ 

! 
1~ 



c 

\ 
I -  .-*_ -~ -~ __ . . ~._p__. -. 

! 

RECORDS MANAGEMENT DIVISION I 

- 

~ .-* ' 

OFFICE OF THE SECRETARY OF STATE 

- 
t 

l 

I- APPLICATION FOR RECORDS RETENTION SCHEDULE 
-- --__ __)_L__. ..I__c_.- ~ __ - ---_ ~- - . -. . , , 

ARCH,VES AND 

INSTRUCTIONS: See Publication'No. 76-RM-1 for instructions on completing this form. Forward signed o4ginal to 
Separtment of Archives and History, Records Management Division, 330 Caoitol Avenue,. Atlanta, Georgia, 30334. I . .  , -  . .  

~~ 

Attention: Scheduling Section. 
_.._~ ~ - _ - _ _  - . . ~  - -_.!__ .--.-..... --Ap-.- _I__ 

-~ FOR AGENCY - --. USE ~- 1. Agency Address 
-\poilcsimn Dais . Georaia Por ts  Au tho r i t v  ' 

F i n a k e  D i  v i s i on 
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 

_- 9 / 0 8 / 8 0  ~~ - 
&oplicatiorr Number 

87 

Working Title , 2, P6irsn to Contact 

SEP 'S'SQ I SEP 2 4 1980 I 
I I Wes -A Ij-en- - - _. -- 964-1721 # 300 - -- - 1  . 

f 3. Action Requested 
8. B EstaDiisn Retention Schedule; record will continue to  accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 
c. .& Amend Application-No. - _ _  - Check One: 0 Change; U Su_pelcede: 0 Void- -- - - - - 

i- 
i. - 

1 I 5. Retxrds Series Title (followed by title used in office: if different) 1 4, ~ a t t r s  cf series 
1 Earliest Latest 

o Date 
I 

1969-.; I T  ~~~~~ ~ 16. Diviscon and Wice Function What is the function of the Division and the Office in which this record series is created? 

I The D i r e c t o r  of Engineering, Planning and Maintenance i s  responsib le  f o r  t h e  implementation 
and management of a l l  cons t ruc t ion  p ro jec ts  o f  t h e  G.P.A. He i s  responsib le  f o r  t h e  
mon i to r ing  and con t ro l  o f  a l l  budgets r e l a t e d  t o  engineering, planning, cons t ruc t ion  and 
maintenance as approved by t h e  Executive D i rec tor .  He es tab l i shes  methods t o  ensure 
coord ina t ion  o f  p lanning k i t h  a l l  elements o f  t h e  Author i ty .  He i s  responsib le  for  a l l  
maintenance as requi red f o r  G.P.A. owned and/or operated r e a l  es ta te ,  bu i  Id ings,  grounds, 
u t i l i t i e s ,  equipment and docking f a c i l i t i e s .  He i s  a l s o  responsib le  f o r  t h e  dredging, 
ensuring t h a t  appropr ia te  depths a re  maintained and also, perform soundings a t  t h e  
docking f a c i l i t i e s ,  ma in ta in ing  records o f  t h e  soundings. He i s  Contract ing O f f i c e r  for  
t h e  Author i ty .  I 

I I 
~~ __ . .~ ~~~ . ~ ~ . ~ ~ ~ . ~~ __i_ ~~. -~ ._.-+ 

7. Record Series Description ~ This file contains the following gocuments (include form numbenand titles, ;f.anyl; , ~ i Attach samples of the file. 
I .  

, .  
I . .  

Documents relating to: . . Construct ion P ro jec ts  
I , ' .  

. .  . . .  
1 '  i , -  .~ - .. ~, 

I- 
I : , , - ,  

( 1  

. . .  
' ' 1  .~ 1: . , . ,  . ,  . .  

Included are: . . .  Dupl icates o f  .G.O. bonds (when app l icab le ) ,  cons t ruc t ion  contracts ,  
bids, spec- i f icat ions,  pay estimates, change ordeis;drawings, 

so i  I s  r e p a ,  l e t t e r  ' o f ,  in tent , .  no t i ce -  t o  proceed,: per.formance 8 
- -, . es t imates j  progress photos, e p g i n e y r ' s . d a i l y  repor ts ,  correspondence, 

. .  , .  1 .  payment bonds, insurance documents, copies of agreements ,o f  I . '  easements and right-of-ways. 

1 File is  arranged: By p r o j e c t  t i t l e .  

-~ ~- . ___ ~ ~~ 

I 

How often are records referred to which are: 
. - - -; Seven to twelve months old One to six months old __ ~-, 4 -; Thirteen to twenty-four months old 1 

8. Monthly Reference Rate 
4 

twcnty-five months and older-1 - . __ 7 . 
: . I  

.-.- _.__ __ - ~ ~ ....__-I__I_-. ~~~ .._-___ _____~_~_  . .~ - 

9. Annual Rate of Accumulation of Remrdr 
Letter-size drawers -~-; Leyal-size drawers -.-_. -.__; Shelves _._____._; Other (specify) ~ ~ 

I- i 
1 Tota l  of 2 legal  drawers s ince 1945. annual accumulation n o t  appl icable.  .L -, r _ _ _  I -- ____ __jl___l _-~__ - ~ --- - - - - 

I (Over) 
9 - _  - 

& R - 5 0 - 7 7 .  Rev. 76 - -  



- i  . ~~ 

I ! -  '~~ 

, t  , -  . , ~. .~ , ~ 

! 
- ~~, , , .. . .  .~ . ~.~~~ - .  , .  - 1 , ~ ~~ . _ I  L-L,.~~ ,__ +:L---.--. .. " . ,  m e . '  I . - ~ .  

0 Calendar Year: 0 F~ ixa l  Year; gl Other k m Q  !.!&.Q!J.2f-Eo.jeCt 

. I .  ~~ -~ - . . i.. -_-L- A - L ~ . .  A-.* ._ 

12. Amroved Disposition Instructions .~ :?his agency recommends that the file series be cut otf a t  tht, end of each: I ~~ .. , . .  . .  
, . then, 

. .  

. .  -~ 
. .  - .~ - ,  ~. , ~~ . . ! ., . .~ . ', , .  . , -  . . .  . . . .  .. . ~; !~ [B Hold in the currentfiles area -;I-; month(s) L- 1 ~ ~zyeaTO);then i . 

Transfer to~local hofding area, hold ~~P -: year(s); theri ~~ ' 
I3 Transfefto-State Rwmh Center; hold ~~~ ~ .: . ~ .year(s); then ' ' 

0 Transfer to State Archives for permanent retention. 
19 Other (SpecifyJ 

, _ ,  . , .  
I I - .  - '  ' - -  .. . ~ ~ . . . ~  ~ .. 

, .  
~~ 

. . . .  ~. ~ , .  . .  , ~ ' - .  -. 

0 Destroy. . ' 1 -  ' 

' 

T rans fer  t o  dead storage., ho ld  25 years. 
reeva I uate. 

A t  end o f  t o t a l  of 30 years, 

.~ 8 ,  Specia I I n s t r u c t i  ons: 

1. Upon implementation of a p r o j e c t ,  a l  I or' ig' inal- docu&nts.~are forwarded from t h e  EPM 
D i v i s l o n  t o  t h e  Finance D i v i s i o n  f o r  safekeeping, p e r i o d i c  a u d i t  of payments and 
a v a i l a b l e  funds. EPM D i v i s i o n  . .  t o  mai.ntaln copies of  a l l  documents forwarded. 

2.  upon c Ios ing- .o f  a p r o j e c t ,  o r i g i n a l s  .to be reta ined-by Finance D i v i s i o n  ~ ~ u n t i  I 
n o t i f i c a t i o f i -  TFoF-the-EPM DTGsizn f o r ~ c o n s o l f ~ d a t i o n - o f ~  t F e ' f w o  f i l e  se r ies .  

3. EPM Div is loKmePges-a l  I o i i g i n a l  doEuments.~wfth 1 T h e i r  .~ ~ ~~ ~ -. redbras " ' i  o f  t h e  p ro jec ts ;  
duD1 i ca tes  t o  be- destrovea a t  t h a t  time.-, 

~~-~ 

t 
i 

azard' proof  &rea od o f  t ime. 

St 
rice 

. .  
~~ . .  , -  

, .  

s of the series. 


